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audiovisual, curriculum materials,

manner, each will require specifidtheAges according to_the types of inforaaon__

keypunchitiVall informatibbftbM the - abstract form

information is obtained from the IMC order card prior to keypunching of the

abstract content itself. This affords a means of entering all items on tht7-

Information File Tape, at the earliest possible moment and serves as a meenS0f,

acquisition control. In the majority of cases the information on this earth

will correspond with data recorded on the abstract form. In those instances_

when it does not, unless specifically noted, the form of the data as it appeeto__

on the card is correct; in other words it will superceCle data recorded on thS

copies or each type or card are included n the manual so that the user

can observe the exact sim,.larity of format and arrangement of fields as noted_-_ --

on the abstract forms. Instructions for punching from the abstract sheet apny

Also available for separate areas are the: Abstractors Manual, Data

paper: Regional Information Centers, a Frontier in Small Library Automation



GENERAL' INSTRUCTIONS

The keyptnching for the MSU IMC-HCYprocadur-s are organized to use th,

Control Data 3600 computer. Apart from the computer all information is place:4

E-
in a series of ten fields for retrieval purposes as shown on page 2. This pag-e-:,

which contains a list of all the tields and the respective informational

-elements under each major type of abstract, should b^ studied. To work with

the librarian, keypunch operators, programwer, data processor, all personnel
.:,

should have a clear understanding of the fields and the manner in which they '1

are to be punched onto carda The importance of this information cannot

overemphasized, since when-the author, title, and other typespublisher

Printed Listing Programs (PLP) are run, an error in the field wilLresult in

being includedan entry not properly.

11 information for each abstract is obtained from the bibliographical

order card or abstract form. PRECEDE ALL ENTRIES WITH AN ASTERISK to denote

fields of search for information retrieval purposes. These are author, title6,i:

publisher or source, copyright dLte, price, abstract number, category, HCY-IMCI_

content and descriptors. Specific instructions are noted in each type of

bstract when variations are used.

Throughout this manual when both author and publisher entries are the same

(corporate entry), variations occur in entering this information. The MSU IMKP,T

HCY uses this special procedure when we expect to have'more than two items from

a source with the same author and publisher. When more than two items are

included as we might expect from the Council for Exceptional Children, the

author entry when a corporate entry is required; is punched as CEC; the publisher

is punched in full, as Council for Exceptional Children. Be sure to includ

any abbreviations on your list of abbreviated entries to insure proper control

and prevent items from appearing under CEC and Council when author PLP's are

run. See page 3 for those abbreviations currently used

_ __



r punching data in the IMC-HCY Basic Indexing and Retrieval S

Name of Journal A

Category

Conterit

Desdr*PCbar



LIST' OF ABBREVIATIONS

SAIL AMERICAN ASSOCIATION OF INSTRUCTORS OF THE BLIND

AAWB AMERICAN ASSOCIATION OF WORKERS FOR TEE BLIND

ACA AMERICAN CAMPING ASSOCIATION

AMERICAN EDUCATIONAL RESEARCH ASSOCIATION

I B AMERICAN FOUNDATION FOR Ta BLIND

PSYCHIATRIC ASSOCIATIONAMERICAN

AMERICAN PUBLIC HEALTH ASSOCIATION

CEC COUNCIL FOR EXCEPTIONAL CHILDREN

EDUCATIONAL RESEARCH INFORMATION CENTER.RIC

GOVERNMENT PRINTING OFFIC

NARC NATIONAL ASSOCIATION FOR RETARDED CHILDREN

NCEA NATIONAL CATHOLIC EDUCATION ASSOCIATION.

NE NATIONAL EDUCATION ASSOCIATION

NIND&B NATIONAL INSTITUTE FOR NEUROLOGICAL DISEASES AND BLINDNESS

NSCGAA NATIONAL SOCIETY FOR CRIPPLED CHILDREN AND ADULTS

NSPB NATIONAL SOCIETY FOR THE PREVENTION OF BLINDNESS

UNESCO UNITED NATIONS EDUCATIONAL SCIENTIFIC + CULTURAL ORGANIZATION

'RA VOCATIONAL REHABILITATION ADMINISTRATION

\lways use Arabic numbers and not oman numerals. Do not punch the wottigE=

"AUTHOR, ITEM," etc. as shown on the abstract form, but separate each entryglY,SC1-

two spaces. On the sample card you wirnvind that there is no space between

AUTHOR, TITLE,,stcrisk (*) etc

The types of punctuation acceptable on the 3600 computer are.

Semicolon

2. eriod



Here is an example of IBM 029 keypunch symbo

sure to check the c640-1_

for as it nears column 74, to insure

ete the word before punching numbetS_

card manually, activate

---

the Duplicate____

columns 74-77 and skip column 78

TO INDENT - DEPRESS SKIP KEY IN 1st COLUMN - IT WILLNAUTOMATICALLY STOP
AT COLUMN 10.

COLUMN 1 DEPRESS NUMERIC SHIFT KEY AND PUNCH NUMBER ONE

COLUMNS 2-9 DEPRESS KEY (A) IN ALPHA SHIFT

COLUMN 10 DEPRESS NUMERIC SHIFT KEY AND PUNCH NUMBER ONE

COLUMNS 11-73 DEPRESS KEY (A) IN ALPHA SHIFT

COLUMN 74 DEPRESS ZERO SLASH KEY (0/), HOLDING DOWN NUMERIC SHIFT

COLUMNS 75-76 DEPRESS KEY (A) ALPHA SHIFT



ROGRAM CARD (con

COLUMN 77 DEPRESS 11 (SKIP) KEY BY HOLDING DOWN NUMERIC SHIFT KEY

COLUMN 78 DEPRESS SPACE BAR ONCE

COLUMNS 79-80 DEPRESS (P) KEY IN NUMERIC SHIFT

STEP 1 ibliography-Order Cards

Refer to the general instruction pages according to project example

audiovisual, document, equipment, material or journals). This will provide

information and set up punching in the correct manner.

_S1E When step one is completed, plate in front of card one "*$ABSTRACT",

and at the end of the card "*STATUS ABSTRACT IN PREPARATION" (Example Below)

Proofread these by checking the finished cards against the IMC order card -arid

then file into the ADD TO TAP4 drawer in numeric orde

iio
F Li r H,cfft 1-,11

PJBLIL: dEALTA * 13r;1

F3 OHILD,..LA :JJTIJJAL DI3T 1,.:E',,=0;

).-;117

030

2 2 2 2 2 2 2 1 2 2 2 2 2 2 2 2 2 2 2 22 2 2 2-711 7 =17 -2 1== 2 °2 122=22 1-1-7=114-?4 M-?z17.2 2 2 2 2 24s2444111-2-1144

3 3 3 3 3 3 3 3 i)3. j 3 3 3 3 2 3 ; 3 3 3 3 3 3 3 5 3 3 3 3 3 3 3 3 33 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3

4 4 4 4 4 4 4 4 4 4 1 4 4 4 4 4 4 4 4 4 4 4 4 4 4 1 4 4 4 4 : 4 4 A 1 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 1 4 4 4 1 4=74 4 4,

5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 555555555E555555555555555555555555 5 5 5 5 5 5 5 5 5 5 5 S 5 5 5 5 5 5 5 5 5 5 ::5;_55_

56 iii565565555666656 66666666666666655566666566666566666566C666656666666556illilni__
7 7 7 1 1 1 7 1 1 7 7 7 1 7 7 7 1 1 1 / 1 7 7 7 1 1 7 1 7 7 7 7 7 7 7 1 ? 7 7 1 1 1 1 7 7 1 7 7 1 7 7 7 1 7 7 7 7 1 1 7 1 7 1 7 7 1 1 7 7 7 1 12117) 7_,

cr=4.14-1-$ I I I * it1-1-1-1 4=1-4a11-1-1-4-1-4,14.1 4=4=1 4.14.4-4-4=1-i-1-/-1.1.1,1_1_1i 1 8 11_1_11 1 1 1 $ I I I I 1 I 114



change Program Card (see example below

COLUMNS 6970

COLUMNS 71-72 ALPHA

For the Author and Title entries, punch in as much information as possible.

for syllabication of words at ends of lines do not apply; word may be broken

w,ere convenient or necessary. At the beginning of each scholastic quarter

n numerical order, lowest number first, just as

71-72, run the cards on a sorter. When finished, place on 407 print=

the sorter for numerical position.



SAMPLE CARD FOR NON-ABSTftACTED ITEMS

3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 333 3 3 3 3 3 3 3 3 3 3 1 3 3 3 31 3 3 3 3 3 3 1 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 1 3 3 2 1AL

4441444444444444444 444444444444444444441444444444444444 44CC_
=

555 5555555555555555 55555555555555555555555555555555555555555555555555 555555 5-K_

iti1 1 11111111111441111111_1111111111114 1111111111111111111t11114441418444aA1CJI

This slip makes possible changes of information or correction of keypunching errors._

When correction is completed, the set must

that it will appear in correct form on the Tape

SEEP 4: When abstracts are ready to be punched, pull Out the bibliography cards

from the file. In their place put a tab card with their abstract number. This

makes it easier to find the number when it comes time to replace cards back in

the file. Ptinch "*CONTENT" on a new card and start punching information from



EXAMPLE OF KEYPUNCH CHANGE SLIP

.USOE/MSU IMC-HCY LIBRARY
4koffastxact #2240 requireschahges inKeypunch Change Slip .--

=Yield 1, Line 1 and Fle117, VIdne 2.

-Abs -tract # 22

FIELD 1 (AUTHOR) was prvItiodtf4Uithor

Titl *Masland, Richard; change -to

NIND&B. Line l refers to e
lease make the following change to rea

as follows

Fiel

NIND & B

-in

field 3

FIELD 3 (PUBLISHER) appeacs_on the

Card as National Institat a

Neurological Diseases and_ Iihdness.

Change to Public Health SerVice'

Line 2 refers to Card 2.

Public Health Servic

Field

ther



s=trac_ ,nUmaxic order._

omitted, partial use

afterrat ec

card is acceptable

that meter -=a1

Perhaps

be easily--

punchirig,

the card, using an additional card, continue with what is left

rest of the

cards so they will be in consecutive order

is no room to insert words in card 8

in the first- -pat of the:_

ng of card number 8. lriWte

p another new card addlfft

sure to change the card lititaker8__



=

1888 118iVitillii11119111441ttLE

insert words at begi.nning

Another example would be words being omitted

thst=tif the cads

4.L.4:1=1 74 40 114/ 43 4,4,13 4147 44 44 SO if_--1/_TM-- 1±L44_1/_V4/4 407 13 4*-::1_4=-1 441,4 Olt

12 I) ii 4 3 1.7 2, 22 n 3 7412:74_71 X_11_12__13_34_14__70_7U 7 11 , 12 4.1_41_4_4i=4411111 ' " 14 1" '5 '7 Si 4121 41 1? 0_4414 011/ 4/31-11,41iF414=TI 14)4_10.... , .. 0,11_0_0_0_



hslted

the card numbers. Use the same program_

card you use for punching abstracts and have the program control 1-eve'i

5 5 5 5 5 5 5 5 5 5 5 5 5 .5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 S 5

66666666686616666666666666666666666666666!:66
111 1111 17111171

1111)1711177111 116

88833 8 1 1 8 aat688888 8 8 8 8 ! 8 8 8 8 1 8 SE1Eilii84=

9 9 9 9' 9899!' 3999999999999999999 ,,999
3 3 9 9i919 9 9 9 5 3 9 9 9z94:91119

5 t 7 I 1 5J 77 it 15 54 t5 76 'I N 11 n 74 :5 3 :42-13.3,,;;; A 15 51.;, JO 21,:J 4{43,14_41-_trALA$:14N s.,3Ls41A,472sust-sciLst_ttscor 747_111_10__

####

Io change the card numbers of the remaining cards, write the correct number wih_

a colored pen or pencil where you can see it as it goes through the machine.

See example on page 12. Rather than duplicating the cards manually, insert

e hopper with the smallest number first. Use the-

program control level. Oh.

2. Automatic duplicate switch off.

the dup. station_

Flip up automatic dup. switch (this will dup. in the numbers
column 74-77 and skip to 79).



SOCIAL, ENVIRJJAETL FHCTI- .S aS 4ELL A HAJDL:APPI43 CONDITIOA
41 41 ,1 .4 51 64, o

3 ; 3 3 3 3 3 3 3 3 3 3 3 3 3 341 333.333333 333333333 3333333 3333 333333333333 °3_3. 3-3.33_

4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 rtrkt4 44

55555555 555 5 55555555555555555 555J5555 5555555 5555 55555 555555SS5-5=5-5=5_5_SS

56565561116 6ii6666 6ii6;66666666;6666666 66156 Gii6G6Giii_i -i _o =3

771711777171413441J4111711117117177717117777717W"11"7171111111171i17J4J4A-Vill

IIJAAA 111116CMWIt11131111 111188181rn 6111111111 1111P881114 11851M444114411

31=131111+ 9:93:91=9!1 3:43:9i9i9E9 9- 9 9114 A191199319;99 :9199=-9 g 9 rgir 9119
=1 4 It 1 7 ILW 4A7-* ILJO_IL27.:7_24_74JSALII/MAIAt 31101.1413 SA 4*-:1_4,t41 445_41_4/_41 ±11,3 .7_41=U_;%_i4A4±.44.4 Au? 6.Si iS 46_67,44A976:tr77-1314_);_11 t)

... .

=-=These

are circleo or ,written in. They are to be punched by putting a comma after

each word. On the first card punch asterisk (*) descriptors

Un column 14 start punching descriptors words as shown on sample card. Column

24 then the descrptors card would be 25 etc. The -

f the descriptors does not need a comma. 4i4maximum of 32 descriptors=



CO.4,11,04144.410"W_C1,0

EMTAR7

IMARY

ESCRIPTOR

:-1,6, _,:ii_is -a ',Fare 41.



PUNCHING AUDIOVISUAL ABSTRACTS

Specific Instructions for Audiovisual Abstracts

Field 1 AUTHOR ENTRIES

Always punch the last name first, followed by the first name and initial if

given. If a person is listed as editor, compiler, etc., add this after his

name. Example: Dunn, Lloyd, Editor.

ield 2 TITLE ENTRIES

Example: *Film-How Air Helps U

Field 3 PUBLISHER OR SOURCE ENTRIES

Punch in the last name of the manufacturer or distributer as this will be the usual- =

type under audiovisual abstracts.

Field 4 COPYRIGHT DATE ENTRY

Punch as *space year to look like * c 1966 If edition is given then punch as E

* c 1966 Second edition. If no information i given punch * c none

Field 5 PRICE ENTR

Punch price as seen, being sure to space between the asterisk and the dollar

sign for ease of reading. Example: * $22.00 unknown = _

Field 6 NUMBER

For audiovisual abstracts punch as *A-V0009, the dash is ineuded-between the

A and V.

Field 7 CATEGOR

*SE, *NONEIf given punch as if-not given punch as

ield 8 HCY-I

unch as HCY-IMC

Field 9

Content of abstract entry, see general instructions-

ield 10 DESCRIPTORS

4



IOVISUA

MORS ELEMENTARY,
NTENT START PUNCH1N3 IVORMATI

40YIM"'

SAMPLE CARD FOR AUDIOVISUAL

OWERi,READING, HANDICAPPED, A'_

OM AUDIO VISUAL. 1273 04

1273'

.5UIDANCE ASSOCIATES )11366 A -329.95 FUR 4 ITEMS IA V1273 'NONE 127302
1273A3JNE 'LOOK ABOUT YOU (WITH SYNCHRONIZED RECORDING,)

1E I ME
1111T111-114_1_1 -=1,V1=1.11=-A-141 1111114_11111 99 It

_ _1,2,,-,Lvul=u11,*mirislcisiefilluelmslywisimmismumnimossn-**-40041-444-wwwwwwwwwwwstrwismwwwwwilmwsmusnisAn mums
14-441,11=1-111-1111-1111111-±r1=M111-frrriTi111-171=111:171411-1AA=1-17-14=1-1-44-1.1-1111111-411111=1-1-1-1111

211112222222;12,22227722222222:222222221221222222212177717711277172112122211

3 3 '4 3 1 3 3 3 4 3 3 3 3 3 3 3 3 4 3 3 3 3 3 3 3 3 1 3 3 3 3 3 13 3 3 3 3 3 3 3 3 3 3 I 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 413131_

4 4 414 4 :4 4 4 4 4 4 4114 4 4 4 1 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 414 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4441 1

51511555555555555555555555555551555565515551555551555555555555555555555555555555

71 7 7 7 7 17 7 7 7 7 7 7 7 7 7 1 7 7 7 7 7 7 7 7 7 7 7 1 7 7 7 7 11 111 7 7 7 7 7 7 7 7 17 7 7 111 7 17 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7a_,11

1111111511111111111511 1 5 i1f1 1, 4 111111111111111-11A111111=11+11111- 41111

AA,S11 MSIS_911111419911119111311 l iJ AS 11ialzi 1111 19 91 SI 191
X t A I V A A C I F I A T A I W W : r n n 2 4 1 S W 2 I I n t l a 3 1 1 1 1 4 I n k S t r I C Y C j i i s i l l i 4) 44 45 4 est rIlticll-SIO1C1Cit_311,110_41=WILICAVNAW1111_1111En_WWWWWnie

1-fiVUMP
****** 3./ _ - -* _.

'A& 1 *NONE (AUTHOR, COMPILE

ield 2 *LOOK ABOUT YOU (WITH SYNCHRONIZED RECORDING) (TITLE

Field 3 *GUIDANCE ASSOCIATES (PUBLISHER OR SOURCE

Field 4 %1966 (COPYRIGHT, PUBLICATION DATE

ield 5 :c $29.95 for 4 items (PRICE

Field 6 '1A, V1273 (ABSTRACT NUMBER

Field 7 *NONE (CATEGORY

Field 8 *HCY-IMC

Fiend 9 *CONTENT

COLUMNS 74-77 (ABSTRACT NUMBER

COLUMN 78 (SPACE

OLUMNS 79-80 (CARD NUMBER



Always punch both the main title and secondary ti.17e s is included on thIMG

order card. Include both in the same field. Be sure to space two spaces

etween the primary and secondary title.

Field 3 PUBLISHER ENTRIES

For publisher entries, the last name will usually suffice. Punch enough

information so they can locate the material. (Example: Columbia University

Press, not just Columbia, as that does not constitute sufficient Informattanj

Field 4 COPYRIGHT, EDITION, PUBLICATION DATE ENTRIES

Include all in one field (Example: C 1957 second edition),

space between the C and year of copyright of publication date. Also be sure

ield 5 PAGINATION OR PRICE ENTRIES

pagt-s

\laterials abstract number--; punch as it appears on _tile IMC:arder_cArd. Example:

category, punch as it appears on the IMC order card



bvu
-*Ma

KEYFO]R SERIESW
*MOTT BAS1tr

1 9 01 0 0-1:_,B011- 000'0000000'0000401111; 0 0 0 frillM019=-4_1

LA=t.1-4-=it zo it,CLS-,11.14 112 11 21 13 14 IS X RAS IS41_311 Z14_331611333/40 4142 4.1 44 1-5 4744 51 %) ssit suiro si eta es is n -?? mislunit /t_to
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iii6665666666}6iWiiiiii6616666666,96666656666666666666666i6656iiiiiiEGG6ICEET
7111i 17 1111111717111177i711177177111111111111111/1.11.111 7111111777117/7117 11V-11

itis318.1=844f1=6A-,8111111114t81011111:8318811618111111188188611111811181818$8188JEtEtt

1 1 311S911' 9 79!9=9T 9'91 4 44111 9 9 ! 9 991111=9,1; 9 9 9 liSi9=-5
1-1-3---t-I-s-c=0,:utt-4,15=4,1t=t1141-20-71-11M/4_15-N-21/1-1913-31=37A3444}111.411-Yi 41 41'41 4744 4*-0_4110,Si__N_tnovu_si_witio- L_CfLttg,s islitrgi 44 T2 1) 71 M 7,10

F'.a.s......,...-vdrixisaisf7iiimil.Aiiii._.geyi;.-ii_.rinicity,....-...
1-

Field 2 *MOTT BASIC =LANGUAGE SKILLS INSTRUCTORS GUIDE! -ANSWERTKEY FOR
SERIES 600A AND 600B (TITLE

Field 3 -ALLIED EDUCATION COUNCIL (PUBLISHER

ield 4 *C 1967 (COPYRIGHT DATE)

ield p. (PAGINATION

'eld 6 *CM1107 (MATERIAL NUMBER ABSTRACT

Field 7 *MR (CATEGORY)

'field 6 *HCY-IMC

Field 9 "CONTENT (PUNCH ON NEW -CARD)

_.eld 10 *DESCRIPTORS



LEfPUNCHINC PRINTED We

Specific Instructions Ior Printed Document Abst-racts

last name first, followed by first name and initial

f given. If a second author is given, punch first name and last name in thA_

Always punch both the main title and secondary title if included on the IMC -order-__

card. include both in the same field. Be sure to space two spaces between

Franklin WattvLfte

that a person 'cAtt

Example: Columbia University, School

Field 4 COPYRIGHT, EDITION, PUBLICATION DATE ENT =RIES

pages in a p=articular volume or journal_

Document abstract number, punch as seen on the IMC order card.
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